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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The purposes of this study were to determine how well 
the business curriculum in effect at the Mount Pleasant 
High School had prepared the 1949-1954 stenographic gradu-
ates for success and proper adjustment in their initial 
employment, and to obtain data on the skills and abilities 
r equired in the local area . 
Analysis of the Problem 
The classroom teacher should know the kinds of posi-
tions for which to prepare his students; he should know 
what skills should be highly developed; what traits and 
attitudes are most desirable in beginning workers; and 
what is needed to keep his classes apace with business. 
As Bernard Shiltl says all business teachers 
should keep up to date on new developments: 
The business teacher should keep up to date 
on the latest developments in office machines and 
office procedure if he is to make his teaching 
function effectively. 
lShilt, Bernard , A., "Keep Your Business Teaching Up 
to Date," Balance Sheet, vol. 25, September, 1944, p. 10 
Now to plan such a functional vocational curriculum. 
It wa s our conviction that information obtained from gradu-
ates would be an indispensable aid . 
According to H. G. Enterline1 a careful study of 
vocational needs in every community should be made: 
While there are some common elements in voca-
tional business training that are applicable to all 
communities, no two communi t ie s have exactly the 
same employment conditions, dropout problems, or 
specific job opportunities. Therefore, before a 
vocational business curriculum is established in 
any co~nunity, a careful study needs to be made of 
the local vocational needs. Vocational business 
curricula must be built and adjusted that these 
immediate and local needs will be met. 
The responsibility of the secondary school do e s not 
end with the graduation of its students. The business 
department should know what its gr aduates are doing and how 
they are doing it. Lomax2 says: 
The educational value of what is taught in 
t he classroom is really determined in the final 
analysis by , how well students can use in worth-
while situations, the knowledges, skills, ideals 
and powers tha t are learned in the classroom. 
Therefore , this study was 6onducted to discover 
whether the stenographic course at Mount Pleasant was 
preparing its students to take their places in the busi-
ness world, without further education or training. Such 
a purpose required the obtaining of data through a 
questionnaire sent to 197 of the latest graduates. 
1Enterline, H. G., Trends of Thought in Business Edu-
cation, Monograph 72, South-Western Publishing Company, 
Cinncinnati, 1949, p. 13 
2Lomax , PaulS. , Commercial Teaching Problems, 
Prenti ce-Hall, Inc., New York, 1938, p. 6 
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In order to accomplish the major purpose of this 
study , the following subordinate problems were involved: 
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1. What type of positions are held by the graduates? 
2. What type of industry gave employment to be-
ginning office workers? 
J. What post-graduate education have they had? 
4. What type of examination was required for their 
initial employment? 
5. Were their graduate and typing speeds adequate 
for their first jobs? 
6. vfuat subjects taken at Mount Pleasant helped 
most in employment situations? 
7. What subjects omitted in school would have aided 
them in their positions? 
8. What skills and duties were most frequently per-
formed on their present jobs? 
9. What comments and suggestions were made by the 
graduates that would be helpful in aiding future students 
in the stenographic course? 
Justification of the Problem 
Although many favorable comments on the quality of the 
work of the stenographic graduates of Mount Pleasant High 
School have been received informally from employers, no 
survey or job-activity analysis of the graduates themselves 
'~-. 4 
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had ever been made. If a graduate fails to meet the s t an-
dards of the business world, the first criticism may be 
leveled on himself, but eventually it is reflected back to 
the high school. Therefore, to obtain accurate data of 
their adjustment to business requirements this study was 
undertaken. Tonne and others1 advocate the value of a 
follow-up study in the following statement: 
By conducting a periodic survey, every high 
school faculty would be able to evaluate the busi-
ness curriculum as to its effectiveness in preparing 
students to enter the business world. Such a study 
would reveal the t ypes of available positions in 
the community and its surroundings and also serve as 
a basis for better guidance to future students. 
Since occupations cannot be made to fit the curriculum, 
the curriculum should be constructed to meet the needs of 
local employers and periodically adjusted to keep abreast of 
changing conditions in business and commerce. With improve-
ment in the product of the school as a goal , a systematic 
follow-up of the graduates should be made at set intervals. 
J. Frank Dame2 shows his approval of the follow-up 
procedure in this statement: 
The follow-up serves as a background in de-
termining types of training, helps to determine 
the degree to which the vocational business-training 
lTonne, Herbert A., Chairman, New York Committee 
"Business Education for Tomorrow," Fourteenth Yearbook, 
Eastern Commercial Teachers Association, Philadelphia , 
1941, p. 41 
2name, J. Frank, Albert R. Brinkman and Wi lbur S . 
Heaver, Prognosis Guidance and Placement in Business 
Education, South Western Publishing Company, Cinncinnati, 
1944, p. 185 
program is strong or weak in meeting the needs of 
the community, and assembles information about 
possible jobs as well as successes and failures in 
jobs. 
The most i mportant element in our striving to im-
prove our curricula is the pupi l himself and what he is 
able to do with what he has t aken from our institutions. 
Donald Beckley1 in his article, "V'Jhy Not Ask Your 
Graduates," has stated: 
Those of us who are attempting to do a 
better job in business education are continually 
going to convent ions, reading professional jour-
nals , talking with business exe cutives, and par-
ticipating in inf ormal discussions on the subject 
of what we should do to improve our programs . 
In our search for better methods, we often over-
look one extremely useful source of suggestions 
which is graduates of t he program, who i nevitably 
will have an opinion of the t raining they have 
had , favorable or otherwise. 
Another educator, Arthur Traxler, 2 gives evidence 
of his approval of this type of follow- up study in this 
paragraph : 
The administration of a school can have no clear 
i dea of t h e worth of its guidance program, or the 
mistakes that are being made, or the phases which 
should be stressed more, or those which should be 
changed, unless data are available concerning out-
comes , tha t is, concerning what is happening to 
t he product of the school . 
1Be ckley, Donald K. 'Why Not As k Your Graduates? 11 
The Bala nce Sheet, South-West ern Publishing Company , 
Cincinnati , 1946 , p. 8 
2Traxler , Arthur E., Techni que s of Guidance, Harper 
and Brothers, New York , 1945, p . 318 
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Although the evaluation of the suggestions and criti-
cisms of businessmen are helpful in deciding what is best 
for the student, the needs of t he student are more i mpor-
tant than the needs of the individual employer. However , 
it is the responsibility of busines s teachers to do t he ir 
be st to sat isfy employment needs. The school has t he fur -
t he r responsibility of giving the student the kind of edu-
ca tion and training that will enable him to get his firs t 
job , to adapt himself to his vocation, to gain advancement 
in his vocation , and be come a compe tent citizen . 
Full erl advocates the use of follow-up studies : 
Vocational efficiency in any specific skill 
or r elated skill requires interest , aptitude , and 
ability on the part of t he trainee . This training 
necessitates a positive system of guidance at 
appropriate times. It depends on a close rela-
tionship between school and business through the 
community survey, placement, fo llow-up, and joint 
meetings of businessmen and teachers . 
A portion of t hi s study should disclose with a reason-
able degree of accuracy the training that students felt was 
helpful to them in their initial employment. 
As this is the first follow -up of busine ss education 
graduat e s conduct ed in t his area, the findings should make 
available some valuable data for use in future curriculum 
revision . 
1Fuller , Donald c., "The Business Curriculum in the 
Large Urban High School ," The American Business Educat ion 
Yearbook, 1947, p . 167 
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Delimitation of the Problem 
This survey was limited to 197 graduates of the steno-
graphic course in the business department of IVIount Pleasant 
High School from June 1949 to mid-term 1954, inclusive. 
These being the latest graduates, it was felt that their 
replies would be more valuable than earlier classes. Only 
the people who completed at least five semesters of type-
writing and four semesters of shorthand were included in 
the study. No attempt was made to contact the employers 
because the people performing on the job seemed better 
equipped to answer questions on the ~ctivities required for 
their positions. 
Definition of Terms 
To clarify the terms used in this thesis, the follow-
ing definitions were taken from The Dictionary of Education1 
1. Course: Organized subject matter in which instruc-
tion is offered, within a given period of time, and for 
which credit toward graduation is usually given. 
2. Curriculum: A systematic group of courses or sequence 
of subjects required for graduation or certification in a 
major field of study. 
l Good, Carter V., Editor, Dictionary of Education, 
McGraw-Hill Book Company, Inc., New York, 1945. 
J. Business Education: That area of education which de-
velops skills, attitudes, and understandings essential for 
successful direction of business relationships. 
4. Semester: Half of an academic year; usually 18 weeks. 
Organization of Chapters 
In carrying out this survey and tabulating the find-
ings, the following chapters were developed. Chapter I 
contains the introduction to the study, which includes the 
statement, analysis, justification and delimitation of the 
problem. The definition of the terms used in the thesis 
are also stated here. Chapter II contains a brief descrip-
tion of Mount Pleasant High School as a background for the 
study. Chapter III gives a review of the related litera-
ture used in preparation for the study. Chapter IV ex-
plains the procedure employed, while Chapter V treats the 
analysis and interpretation 0f the data through the use of 
tables. Chapter VI gives the summary of the findings and 
Chapter VII contains recommendations, bibliography, and 
tables. Chapter VII also includes the appendix. 
CHA? TEl1. II 
BACKGRO ~HJD OF TH!i: STUDY 
Provi dence is the capi t e_ l of Rhode Island and the 
s e cond l argest city in New Engl and . It wa s f ounded by 
Roger Williams in 1636 and is of ten ca lled the gat eway to 
southern New England . 
Its seaport locat i on at the head of the Providence 
River, 27 miles f rom the Atlanti c Ocean , and i ts railroa d 
location on the di r ect line between Boston and New York 
ha ve contributed much to its growt h . I t is the lead i ng 
center in the country f or the manufacture of jewelry , 
s ilver ware , woolen cloth, t extile machinery , and to ols . 
The Providence Public Schoo l System functions on t h e 
6- 3- 3 plan . There are f ou-r senior h i gh schoo l s , one of 
which is exclusivel y colle ge prepar atory , and eight juni or 
high schools . 
Mount Pleasant is a comprehensive high s chool located 
in the northwest residential section of the city . The 
buildinf was compl e t ed and t he staff organized in Septem-
ber , 1938 . The ave r age pupil enrol l ment is approximat e ly 
1,500 . 
The s tudent body is he t e ro geneous , being composed of 
students from many schools with indi vidual differences a s 
to a ppear ance and manner , educational achievement , phys ica l 
limitation , emot i onal stability , and social , r a cial , and 
economica l ba ckground s . 
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An extensive guidance program is carried out to assist 
pupils with their future plans. Complete guidance records 
are kept for each individual pupil. Upon entering the tenth 
grade, each student under the direction of his counselor 
makes out a tentative three-year program in keeping with his 
educational and vocational goal. Every student is required 
to take English, group guidance, physical training, American 
history: and all boys must also take one year of mathematics. 
From this point, a student may elect a college-prepatory, 
business, industrial-arts, or home-economics program. 
The commercial program prepares pupils for business oc-
cupations and offers a choice of specialization in bookkeep-
ing or secretarial work. 
After completing the tenth year, where typing is started, 
the pupils who plan to take the secretarial course begin the 
study of shorthand for two years. If a pupil fails shorthand 
during the eleventh grade, he must drop shorthand, although 
he may continue with typing on an elective basis and substi-
tute some other subject for the shorthand. In the last se-
mester a course in secretarial practice is given to all the 
students who have had four semesters of shorthand and at 
least five semesters of typewriting. 
\ 
CHAPTER III 
REVIEW OF RELATED LITERATURE 
In preparation for the construction of this thesis, 
many similar follow-up studies in other areas of New 
England were read and abstracted. Because of the simi-
larity in the employment conditions in the industrial 
towns and cities of this area, an attempt was made to 
confine the reviews to surveys made in the New England 
territory. Some valuable and interesting findings and 
recommendations that were obtained from data on these 
studies are related in this chapter as a background for 
the local survey. 
Catherine E . Roche 1 sent a questionnaire to 150 
businessmen in the near-by New Bedford area. This was a 
sequel to a follow-up study of the graduates made by the 
Guidance Department of New Bedford High School . 
Her findings produced some worth- while data from the 
viewpoint of the employer: 
l. Honesty was the most important re-
quirement for advancement in business, with 
a ccuracy considered next in importance. 
2. The most common deficiencies noted in 
new employees were "Failure to check \'fork for 
ac cura cy"_,_ "Lack of ability to compose letters , n 
" Lack of initiative," "La ck of interest in 
work," and "Lack of willingness to do 'little 
extras'"· 
lRoche, Catherine E., Survey of 80 New Bedford Busi-
ness Firms and ~ Job-Activity Analysis of Employees in 
~e lected New Bed~ord Busin~s~ . Unpublished, Master's 
Thesis, BDston University, 1952 pp. 125 
3. Only l S , or 23 per cent, of the resp ondents 
indicated that their firms used employment tests. 
4. Only 26 per cent of the respondents were 
familiar with the "Simpl ified Letter" advocated 
by the National Office Management Association, and 
only 13 per cent favored its use in general. 
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5. Thirty-six per cent of th~ fircis were willing 
to supply speakers for students in the business course, 
and 51 per cent were willing to take part in a co-
operative job-training program whereby students could 
have on-the-job experience whi le still in school. 
6. The ~ajority of respondents who had standards 
of proficiency considered 50 words per minute a min-
imum requirement for typing material of average 
difficulty; 80 to 100 words per minute a minimum re-
quirement for taking dictation of average difficulty; 
and 50 words per minute for transcribing notes of 
average difficulty. 
7. Seventy-four of the 80 respondents considered 
appearance to be the most important consideration in 
hiring new employees, and nine of these added the 
notation that the impression made during the personal 
interview was the determining factor. 
The findings relative to job activities v1ere as follov;s: 
1. The majority of the stenographic duties ranked 
in t he upper half of total frequencies of performance. 
'l'he activities in this classification \vhich had a 
time-frequency rating of 50 per cent or higher were: 
"Taking dictation in shorthand and transcribing" and 
"Transcribing from records." "Composing letters for 
the emp loyer" ranked 22 for _, total frequency of perfor-
mance, and, although it had a low time-fre quency 
rating, the majority of respondents thought that it 
should be taught in school a nd not learned on the job. 
2. All but four of the typing activities ranked 
in the upper half of total frequencies of performance, 
which is indicative of the importance of typewrit i ng. 
Everyone in the business curriculum should have at 
least one year of typing, as provided in the curriculum 
at the New Bedford High School. The five highest-
ranking typing activities for total frequency of 
performance were: "Addressing envelopes," "Filling in 
printed forms," TTTyping bills and invoices,!t ncopying 
TJ:bid. p. 92-94 
from handwriting," and "Typing with multiple carbon 
packs, four or more carbons." More practice in 
handling mult iple carbons should be made available in 
school. Becoming proficient in handling one carbon is 
not sufficient. All of the typing activities had a 
school-training rating of over 50 per cent. 
3. All of the duplicating machine activiti e s 
ranked low in total frequency of performance. Only 
two respondents indicated the use of the Addresso-
graph and Graphotype, and this response does not war-
rant instruction in their use. 
4. The majority of the bookkeeping activities 
ranked in the lower half of the total frequencies of 
performance. 
5. The office machines most frequently used by 
respondents were the Monroe calculator and the Sund-
s t rand lister, both hand driven and electrically driven. 
Though office machines were not used by a majority of 
the respondents, their high time -frequency rating indi-
cates that they were used often by those who did not 
use them. 
6. All but four of the 20 general office .activi-
ties ranked very high as far as total frequency of per-
formance was concerned, and the majority of them also 
had a time-frequency rating of over 50 per cent. Those 
activities that ranked highest for total frequency were: 
"Answering telephone," "Folding letters and inserting in 
envelopes,n TYHandling complaints in office or over tele-
phone," and TY Figuring and checking invoices.n 
7. All but two of the filing activities ranked 
very high for total frequency of performance, and all 
of them had a time-frequency rating of 50 per cent or 
over. This is a good indication that filing should be 
given careful consideration in any business curriculum. 
If it is taught early in the program, some provision 
should be made for review near the time of employment. 
8. Filing , typing , and general office activities 
were way ahead of the more specialized activities of 
stenography and bookkeeping . Of the 95 office activi-
ties with the highest rank for total frequency of 
performance were: "Alphabetic filing by name," 
1 Ibid . p . 92 - 94 
f-3 
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" Addre s s ing envelo pes ," " Answe ring t e le pho ne,n 
"Fo l di n g l etters and inse rting in envelopes ," 
"Findi~g ma terial in f ile," "Filling in print ed 
forms , " "Handling complaints in office or over 
teleuho n e ," "Typ i n g b ills and i n v o i ces ," " Copy -
i ng from handwriting ," and " Figuring and check-
ing invoices. 11 
9 . The ten off ice a ctivitie s which r anke d 
ne x t in total f r equen c y of pe r formance were : 
11 Do i ng cashie r work, 11 " Waiting on cu s tomers ," 
"Numeric fili ng , 11 TTT yp i ng with multi p le carbon 
pa cks, four or more," " Off i ce housekeeping ," 
"Ty oing form l etters," TT Pre paring ma teri a l for 
filin~ , 11 "Taki ng d icta tion in shorthand and 
t r anscrib i n g ,n TTMaking out r ece i p ts,n and 
TTBa l ancing cash." 
10. Th e t en lowest-ranki n g of f i c e a ctivities 
for t ot a l fre que ncy of performanc e were : " Shav -
in t'; dictaph one r ecords,n "Usin g Ell iott -Fishe r 
bookkeeping machine , " "Using Standard accounting 
machine, 11 " Using Graphotype ," " Using Add r e sso -
g r aph , 11 "Using Remi ngt on Rand bo okkeeping machine,n 
TTU sing Burrough s desk bookkeeping mach i ne ," nus -
i n ~ Friden calculator,n nusin~ g elatin duplica tor,n 
" Using electric typewriter." 
I n 1946 , Gunhild Carlson 2 conduc t ed a survey of 60 
selected busi nes s men throughout t he country to ge t the ir 
reacti ons r e lat ive to t h e employability o f h i gh school 
bus iness course g r a duates . Her study had t h r ee main 
purposes : 
l. To de t e rmi ne t h e employability o f h i gh sch ool 
1 Ibid . p. 94-97 
2
carlson , Gunhild Augus ta, Re a ct i ons o f Selected (60) 
Bus i nessmen Re l a tive t o the Employa bility of High School 
Bu s i ness Cour se Gr a duate s, Ma s ter 's Thesis, Boston Uni-
v e rsity , 1946 p . l. 
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business graduates. 
2. To discover the strong and weak points in the 
teaching of our high school business course·. 
3. To discover the steps which business and our 
schools can take together to improve existing conditions. 
The conclusions drawn from Carlson's study were as 
follows: 
1. It is evident that business men in general 
are willing and eager to cooperate with the high schools 
in the business training of the students. 
2. There is almost complete agreement among 
these business men as to the neriessity for the school 
to develop a well-integrated personality as well as 
job competencies in their students. 
3. Business manners or deportment were given 
first place in this need for p~rsonality development 
the most outstanding traits to be developed are listed 
in order of their importance, as summarized from the 
replies given by these business men: Sense of respon-
sibility, Courtesy, Office manners, Attitude toward 
work, Less confidence in their own importance, A 
greater desire to work and earn advancement. 
4. A better system of se·lection must be devised 
in the high school business course to prevent the 
generally admitted 25 per cent mortality in shorthand 
alone~ It is obvious that many students are in the 
business course, or in certain divisions of it, who 
would be more successful in other lines of endeavor. 
5. There is almost unanimous agreement among 
these business men that the schools are successfully 
developing speed proficiency in business subjects; 
however, there is also emphatic agreement on the point 
that speed without accuracy is valueless. Accuracy 
and neatness were most frequently listed among the prime 
objectives in the teaching of business subjects. 
6. Since the teacher's personality antl competency 
are all important in the development of proper business 
attitudes and job competencies, it was urged by these 
business men that the teachers seek to establish busi-
ness standards in their teaching in so far as possible. 
This necessitates greater int1rest and knowledge in 
actual business requirements. 
l 
Ibid., p. 2 
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Another study which compiled information gathered 
by questionnaires sent to employers and employees was made 
by McVey. 1 She found that typing letters, indexing and 
fil i ng , using the t elephone, operating the adding machine , 
f olding and inserting letters, typing reports, composing 
letters and message s, and addres s ing envelopes were ranked 
i n order of frequency of performance by both employers and 
employees. 
This study also r eported that the speed required of 
typists was approximately 45 words a minute. Speed, 
accuracy , neatness and ability to get along with their 
fellow workers were the desirable traits most often checked 
by t he employers . 
In Gardner , an industrial town in t he northwestern 
2 
section of Massachusetts , Thatcher made a detailed study 
of t he job activities of the business graduates of Gardner 
High School. 
The major problem of this study was to determine for 
curriculum revision purposes of the activities and duties 
most frequently performed by office workers, and to deter-
mine the effectiveness of the business education program. 
1McVey, Jennie, ~ Job Analysis of Duties and Tasks 
Performed £y Typists in ~ Large Community, Unpublished 
Master's Thesis, Boston University, 1949, pp . 124. 
2Thatcher, C. A., ~Job-Activity Analysis and Follow-QE Study of 1947, 1948 , and 1950 Graduates of the Business 
Department or-Gardner High School, Gardner, Massachusetts 
Master's Thesis, Boston University, 1950 
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Data for this study were obtained through the use of 
check lists and data sheets which were sent to 157 business 
graduates. .After the returns were summarized, the follow-
ing conclusions were made with regard to office activities: 
1. All of the typing activities ranked in the 
upper half in total frequency of performance. 
2. The bookkeeping activities ranked in the 
lower half as far as total frequency of performance 
was concerned. 
3. The majority of the stenographic and secre-
tarial activities ranked in the upper half for total 
frequency of performance. 
4. · The majority of the filing activities ranked 
in the upper half for total frequency of performance. 
5. The majority of the general office activities 
ranked high in total frequency of performance. 
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6. The tabulation of office machines used showed 
the adding machine, Comptometer or Burroughs calculator, 
electric typewriter, and Monroe, Marchant, or Friden 
calculator to be the important machines on which in- 1 
structions should be given at the Gardner High School. 
Th~ study and review of these investigations, relative 
to the techniques used in obtaining the data and the find-
ings, were very helpful. 
Johnson2 conducted a survey to determine the effect-
iveness of the intensified business education program 
offered at the Winthrop Senior High School in relation 
1 ~-, pp. 65-67 
2Johnson, Rachel A., A Survey of the Business Grad-
uates of 1945-1949 of the Winthrop Hrg~chool, W~ntnrep, 
Massacnns~, to D~e~ne the Effect~veness of the In-
~ens~I1ed CurriCUlum. Master's Tnes1s, Boston-un1Vers1ty, 
1951 
to the requirements of the positions oecupied by the grad-
uates of 1945-1949, inclusive. 
The findings of Johnson's study were as follows: 
1. Of the 331 questionnaires sent out, 205 were 
completed and returned. This represented 106 grad-
uates of the stenographic curriculum and 99 graduates 
of the clerical curriculum. 
2. Twenty-eight of the respondents were trans-
fers from the college curriculum to the business 
education curriculum in the twelfth year. 
3. At the time that these data were collected 
and tabulated, 140 graduates, or 68.8 per cent 1 were doing office work. Ninety-four graduates, or o7.1 
per cent, had remained with the same employer for a 
year or more. Eighty-three graduates, or 59.3 per 
cent, were with their original employer. In addition, 
35 respondents had held full-time positions since 
graduation, but were full-time students, were unemploy-
ed, or were married and at home at this time. 
4. Only 15 respondents of the stenographic 
curriculum and 14 respondents of the clerical cur-
riculum, a total of 29, had earned a diploma certifi-
cate for additional business training since high school 
graduation. 
5. The major reason for securing more business 
training was the desire for additional knowledge by 
a group of 12. 
6. When graduates applied for their first 
positions the most frequent test administered to them 
was in typewriting, followed by intelligence, health, 
transcription, and arithmetic. 
7. Of the 140 graduates employed in office 
occupations at the time of the study 103 graduates 
or 17.1 per centi secured them within six months after 
graduation, and 3 graduates, or 9.3 per cent, se-
cured them within a year after graduation. 
8. The median beginning salary received by grad-
1~, p. 73 
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uates of the stenographic curriculum was $30 a 
week, and the median salary for graduates of the 
clerical group ·was ;jp27 a week. 
9. Of the 175 graduates who were full-time 
office employees, or who had held full-time office 
jobs; 72 graduates, or 41.1 per cent, indicated 
that their first positions were obtained through 
the school authorities. 
10. Forty-six respondents, . or 26 per cent, 
were employed in offices of insurance companies. 
Twenty respondents, or 12 per cent, were employed 
in of fices of banking establishments. Eighteen 
respondents, or 10 per cent, were employed in of-
fices of manufacturing concerns, and 14 respon-
dents, or 8 pet cent were employed in offices of 
retail stores. 
Another industrial community covered by a survey 
in 1949 was Nashua, New Hampshire. Here ~Ryan2 limited 
her study to 150 business graduates of Nashua High 
School. The major purpose was to evaluate the program 
of instruction in the office skills and job counseling 
services offered students and graduates of the voca-
tional business education curriculum of Nashua. This 
survey was carried out by questionnaire technique. 
Based on the findings of this study, the following 
data were revealed: 
1, Duties and office activities of a gener-
al clerical nature far outnumbered the specia1i.zed 
type of activities, such as stenographic and book-
keeping activities, in both number and degree of 
frequencies. 
2. Typing and filing activities were the most 
1Ibid, P• 73 
2Ryan, M. A., A Job-Activity Analysis and Follow-
Q£ Study of ~' ~' and 1948 Business Department 
Graduates of Nashua, New Hampshire, Master's Thesis, 
Boston University, 1949. 
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numerous and the most commonly advocated for each 
school training by the graduates. 
3. The office machines most frequent l y used 
were the Burroughs Adding Ma chine, the Monro e or 
rotary-type calculator, and the Comptometer or 
key - driven calculating ma chine. Addition was 
performed more than any other process used on t he 
Comptometer. 
4. Duplicating mac hine operation was not re-
quired on very many be ginni ng office jobs , although 
preparation for this type of office work received 
major emphasis in the high school training program 
at the time of this study . 
5. Answering the telephone, meeting callers , 
office housekeeping , and composing letters at the 
typewriter are activities which rate high in the list 
of freque ntly performed off ice act i vitie s , althoug~ 
t hsse do not rece ive major emphasis in high school 
preparation for office jobs. Preparation for t hese 
activities should be provided for by the school in 
the opinion of the majority of graduates. 
6. While manufacturing types of busine sses and 
large size offices employed the greatest number of 
high school graduates, employment was obtained in a 
wide variety of offices and business concerns . 
7. Very few responses indicated that office 
activities1tend to be s pecialized in the local community . 
Hogan2 made a study to evaluate the commercial cur-
riculum at t he B. M. C. Durfee High School in Fall River , 
Massachusetts, for the purpose of making suggestions for 
i mprovement. Her information was obtained by sending 
questionnaires to the commercial graduates of the classes 
1rbid, p . 79-80 
2Ho gan, K. L., A Follow-Up Study of the Commercial 
Graduates of the Classe s of 1943 -1947 of the B. g _ C. 
Durfee High SCFiOol, Fall River NiassachusettS' , -Master ' s 
Thesis, Boston University , 1948 
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o f 1943-1947 , inclus ive. There were 868 che ck sheets sent 
out, and the following findings are summarized f rom the 
512 responses obtained : 
1. Student s who were enrolled i n the Steno-
graphic Division and Accounting Division while in 
high school were successful i n s e curing off ice j obs. 
2. Only a small percentag e of the g r aduates 
f urthered t he ir education after leaving hi gh school. 
3 . Most jobs were obtained t h rough relative s 
or f riends, or by personal ap plica tion . Th e sch ool 
placed v ery few graduates . 
4. Over 80 per cent of t h e g r a dua tes r eport e d 
that t hey had encount e r e d no diff iculties in their 
initia l employment. 
5. The most fre quently performed duti e s were 
t yping , f iling , and answe ring the t e lephone . 
Ba sed u pon t he f i ndings , r e commendations for 
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i mprovi ng the business curriculum were made . More business 
English was advised for business students , a course i n off ice 
machi nes for stenographic students , a course in business 
eth ics, more payroll work in the bookk e ep i n g cla sse s and a 
p l acement bureau for students and graduates . She a l so 
recommended tha t a ll students shoul d have at l east one year 
of typewri ting and tha t t he clerical p ractice course should 
be r evised . 
The ci ty of Wor ce s t e r, with many diversifi ed i ndustries , 
has an employment s i tua tion simila r to Provid e n ce. Here, 
Moriarty1 co nducted a fo llow~up study of the 1946 - 50 g raduates 
1 
Moriarty , Mari a n 1 . ! Job- Activity Analysis and Fo llow-
~ Study of the 1946, 1947 , 1948 , 1949 a nd 1950 Se cretarial 
Graduates of t he High School of Commerc e , Worcester , Massa-
chusetts, Unpublished Master ' s The si s , Boston Un iversity 
1953 pp . 77 
who completed the secret ari al course at the Wor cester High 
School of Commerce . She used the questionnai re method and 
ob tained the following data : 
1 . Approximately 60 per cent of all the 
graduates responding to this questionnaire are 
presently employed . 
2 . Ea ch of the five classes sur veyed had 
20 per cent of t he graduates receivi ng further 
education . The class of 1 946 had a t otal of 30 
per cent rece i ving f urther training . 
J . The Guidance Department of the schoo l 
provided over half t h e graduates wi t h thei r firs t 
position . One hundred of the 187 respondents 
attributed their f i rst position to the Guidanc e 
Department of the s ch oo l . 
4. Over one half of the graduates replying 
reported they had held only one job since grad-
uation . Only five people from the five classes 
listed four positions held by them , and these five 
people were from the classes of 19 46 and 1947 . 
This would seem to indicate a certai n amount of 
maturity and dependability on the part of these 
graduates . 
5. Typewriting was considered as the most 
helpful subject . Shorthand was second , filing 
third, and offi c e pract i ce fourth in fr equen cy of 
responses . 
6 . Of all other subjects considered helpful 
to the graduates , "switchboa rd operation" and 
"human r elations in the business world'' , were 
listed by three g raduat e s . The other subjects 
were not significant , sin ce only one graduate co n -
sidered each of them as potentially helpful . Sev-
eral of those subjects were offered by the High 
S chool of Comme rce, but the graduates neglected to 
take the subject offered . l 
l Ibid ., p . 65 - 66 
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In 1951, Toner1 conducted a f ollow-up study of the 
1947-1950 graduates of the Arlington High School in the 
town of Arlington, Massachuset t s, for the purpose of ob-
taining data relative to the preparation of these gradu-
a t es for their initial jobs and to study the implications 
of t he findings for curriculum revision. 
Responses were obtained from about 90 per cent of 
the graduates, and the following findings were indicated: 
1. Responses were received from 475 of the 
525 graduates contacted. This was a 90.5 per 
cent response. 
2. High School is terminal education for 
the majority. Fifteen per cent were attending 
school full time. 
3. Additional business training was ob-
tained by approximately thirty-two per cent. 
4. A majority of the graduates were employed 
in office-type positions. 
5. The placement service of the high school 
did a satisfactory job in obtaining employment 
for the graduates. 
6. Ninety per cent of the people in off ice-
type positions were with their original employer. 
7. A large majority felt that their high 
school training as adequate for success in the 
jobs peld since graduation. 
8. Boys represented a small proportion of 
the graduates of the business curriculum. as 
compared to the boy graduates of the school as 
-.r>·~ 9 :- whol e . 
1Toner James J., A Follow-Up Study of the 1947-1950 
Graduates of the Business Depart ment o!" AFii'Ii'gf:on H~gn­
School, Unpublished ~raster's Thesis, Easton Univers1ty, 
1951, p. 65 
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In reviewing these follow-up studies, an attempt 
was made to concentrate on the findings of the surveys 
with respe ct to: (l) employability of high-school 
graduates, (2) nature of initial jobs, (3) frequency 
of performance of certain skills and duties by begin-
ning wo r kers. 
Mu ch valuable information was obtained from these 
follow-up studies, which refle cts the importance of this 
t ype of survey in determining the effectiveness of 
school preparation for initia l employment. However, 
the real value of t he se studies can best be measured 
by the actual use of the data obtained. 
From this point the writer proceeded to develop 
a questionnaire and check-list to send to the 1949-1954 
graduates of the stenographic course at Mount Pleasant 
High School to obtain data to use in appraising and event-
ually i mp roving the stenographic course at Mount Pleasant . 
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CHAPTER IV 
~lliTHOD OF PRO CEDURE 
The pro cedure s used in solving the probl em of this 
study are i ndicated here : 
1 . Several similar studies made i n r ecent years were 
reviewe d and abstracted fo r t h e pur po se of obtaini ng the 
best p rocedure f or conducting t his study . 
2 . Permission to make a survey of the graduate s of 
the stenographic course was obtained from the Pri ncipal of 
Mount Pleasant Hi gh S chool and the Superintendent of Schools 
in Providen ce . 
3 . A quest ionna i re and che ck list were constructed . 
These were submitted to the Seminar group a t Boston 
University f or crit i cal analysis . 
4 . Changes suggested by t h e Seminar g roup were made 
and a revised copy of the questionnaire and check list were 
prepared fo r mailing . 
5. Pe r mission to use the files i n the Bus i ness 
Department Office at Mount Pleasant Hi gh School was ob -
tained from the Head of t h e Businesss Education Department. 
6 . A list of graduat e s of the stenograph ic course f r om 
June 1949 to January 1954 , inclusive , was comp i led . 
7. A letter of transmittal was p repared to a ccorr1pany 
the questionnaire and che ck list . 
8 . A questionnaire and check list with a letter of 
transmittal were sent to 197 graduates Qf the stenographic 
course from June 1949 to January 1954 as fo llows : 
9 . Approximately three wee k s l ater , a follow-up 
lett e r was compo sed and mailed to those who had not 
re plied, r equesting them that they contribute to the 
study. 
10. The data received were tabulated and analyzed . 
Tab les were constructed to aid in interpretation of data 
obtain ed . 
ll. A surrmmry of find ings and r e commendations were 
made on the basis of returns from the questionnaire and 
ch eck l ist. 
Many factors were considered be f ore determi n i ng the 
method of procedure for this study . It was finally de-
cided that a questionnaire be constructed to obtain the 
information relative to initial jobs and the s k ills em-
played on these jobs . An effort was made to keep this 
questionnaire as s i mple as possible, and most of the 
questions r equired only a 11Yestt or 11 No" answer . 
A che ck list was constructed that obtained infor-
mation necessary for data on job activities. The li s t 
was divided i nto three sections--typing , stenography , 
and general office practice. The i ndividual a ctivities 
of each were listed in order o f anticipated frequency 
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and compiled from the study of Charters and Whitleyl. 
The graduates were asked where these activities should 
be taught: "In school," "On the job," or "Both in school 
and on the job." The findings on these questions should 
prove to be of particular value in constructing courses in 
these fields in the future. 
The questionnaires and check-lists were mailed during 
the week of April 21, 1954, to 197 graduates of the steno-
graphic course at Mount Pleasant High School. To relieve 
the load of incoming mail, they were purposely divided and 
mailed in groups of 50 per day for four consecutive days. 
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After the first mailing, 122 of the 197 questionnaires 
were returned in a two-week period. The following month a 
follow-up letter was comp~sed and mailed to the 75 unrespon-
sive and 46 additional returns were sent in that week. This 
brought the total up to 17$ or 90.3 per cent of the total 
mailed out and it was decided to close the inquiry. 
The tables which were prepared from the findings ob-
tain~d from the returned questionnaires and check-lists 
appear in the next chapter together with a analysis and 
interpretation of each table. Samples of the questionnaire, 
check-lists and letters to the graduates, are in the Appendix. 
1
charters W. V. and Whitley I. B., Anal~sis of 
Secretarial Duties and Traits, Williams and W1l ins DO., 
Balt1more, 1924, pp:-!86 
CHAPTER V 
ANALYSIS OF DATA OBTAINED FROM QUESTIONNAIRES 
Since the purpose s of this follow-up study were to 
determine: (1) the s k ills are used on initial j obs 
(2) t h e extent to which the stenographic course at Mount 
Pleasant High School is meeting the needs of graduates 
employ ed in the local area (3) to determine the t y pe 
of duties which a re performed by beg inning workers . 
The coope ration g iven by those returning their f orms 
was most gratify ing. The interest taken by the graduates 
and their attemuts to explain in detail the answers to 
qu e stion s on the check-sheet r eflected their interest in 
the ir s chool and t h eir business careers. The question-
naire and ch eck -lists were efficiently and promptly 
r e turned . 
One hundre d and ninety-seven letters, questionna ires, 
and check-lists we re mailed to the graduates of t h e steno-
gr aphic course from June , 1949 , to January , 1 9 54 , i n -
clus ive . Table I will s h ow t h e distribution of t h e r e s -
p onses by cla sses. 
29 
TABLE I 
RETURNS FROM QUESTIONNAIRES BY CLASSES 
Graduation Number Number Per Cent 
Term Year Sent Out Received of Etetui"ns 
June 1949 27 24 85.2 
January 1950 15 14 93.3 
June 1950 22 19 86.3 
January 1951 17 16 94.1 
June 1951 20 19 95.0 
January 1952 12 10 83.3 
June 1954 24 22 91.7 
January 1953 14 13 92.8 
June 1953 24 22 91.7 
January 1954 21 19 90.5 
TOTALS 197 178 90.3 
As shown in Table I, the 95 per cent return by the class 
of June 1951, was the largest return by a class. The class 
with the lowest return was the January, 1952, class. This 
was due in many cases to change of address and our inabil-
ity to locate the new addresses. On ~he whole, the responses 
were very satisfactory, with a total of 178 answering, or 90.3 
per cent of the total number sent out. 
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TABLE II 
NUMBZR OF GRADUATES PR:2;SENTLY EMP LOYED 
Graduates 
Term----Year 
Total 
He turns 
Number Unemployed Armed 
Emp loyed Married-Other Service 
June 
January 
June 
J anuary 
June 
Janua ry 
June 
Janua ry 
June 
January 
1949 
1950 
1950 
1951 
1951 
1952 
1952 
1953 
1953 
1954 
24 
14 
19 
16 
19 
10 
22 
13 
22 
1 9 
20 
12 
17 
12 
15 
8 
20 
12 
21 
19 
---------------------------------
TOTALS 178 156 
Pe r Cent 100 
4 
1 
2 
4 
3 
2 
1 
0 
0 
0 
17 
9 .5 
0 
1 
0 
0· 
1 
0 
0 
l 
0 
0 
3 
1.7 
0 
0 
0 
0 
0 
0 
1 
0 
1 
0 
2 
1 . 2 
Table Il gives the number of graduates employed at the 
time of the survey . It was a satisfaction to learn that 
all were employed who wished employment, and t h e only people 
who an swered "No 11 to the question, ttAre you presently em-
played?", were those who were married and employed at home . 
The one boy who completed the stenographic course in the 
' \ 
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June 1953 class was with the Marines, and reported he was 
doing secreta~ial work for his commanding officer. Anotther 
girl in the June 1952 class was enlisted in the WAC. 
TABLE III 
TYPE OF INDUSTRY PRESENTLY EMPLOYING THE GRADUATES 
Type of Number Per Cent 
Industry Employed of Total 
Insurance 25 16.03 
Jewelry 17 10.08 
Medical 13 8.30 
Stq.te Government 11 7.00 
Retail Merchandizing 11 7.00 
Banking 11 7.00 
Educational 8 5.10 
Law 7 4.30 
Construction 7 4.30 
Finance 5 3.24 
Building Supply 5 3.24 
Chemical 4 2.50 
City Government 4 2.50 
File Manufacturing 3 2.00 
Machine Manufacturing 3 2.00 
Publishing 3 2,00 
Electrical Supply 3 2.00 
Rubber 3 2.00 
u. s. Government 3 2.00 
Automobile 2 1.30 
Telephone 2 1.30 
Textile 2 1.30 
Paper Supply 1 .60 
Radio Broadcasting 1 .60 
Religion (Baptist Hdqtrs.) 1 .60 
Silverware Manufacturing 1 .60 
Public Library 1 .60 
TOTALS 156 100.00 
Table III shows that about every type of industry in 
our area is represented in this list as employing our 
gradua tes. The greatest number as seen in this Table 
was absorbed by the insurance business which employed 
about 16 per cent of the total. Jewelry followed closely 
with better than 10 per cent, which is not a surprise as 
t h is is one of the major industries of our city. The 
medical profession which includes the three largest 
hospitals has an 6.3 per cent claim on the totals The 
remaining number, about 66 pe r cent, are distributed in 
the various fie lds of industry operating in this area. 
TABLE IV 
NUMBER AND PER CENT OF RESPONDENTS WHO HAD SECURED 
ADDITIONAL EDUCATION SINCE GRADUATION FROM MO UNT PLEAS ANT 
Graduates Total Additional Per Cent 
Class Year Returns Education of Total 
June 1949 24 3 12.5 
January 1950 14 3 21.4 
June 1950 19 1 7 .1 
January 1951 16 2 16 . 6 
June 1951 19 2 10.5 
January 1952 10 1 14.2 
June 1952 22 3 15 . 0 
January 1953 13 1 7-7 
June 1953 22 0 .o 
January 1954 19 0 .o 
Totals 178 17 10.5 
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In order to determine the ade qua cy of the training in 
the stenography offered at Mount Pleasant Hi gh School, the 
graduat es were ask ed if they had obtained additional train-
ing in schools or colleges beyond high school. Table IV 
indicates the number and percentages by individual classes 
of t hose receiving post-graduate education. Of t he total 
178 respondents only 16, or approximately 9.1 per cent 
received any kind of training beyond high school. This 
points out that in approximately 90 per cent of the cases, 
formal education for the majority of the Mount Pleasant 
graduates of the stenographic course ends upon graduation 
from high school. This small percentage could be due to 
the fa ct that the last year of the stenographi c course is 
taught on the vocational level, and these graduates are able 
to ad just readily to initial employment without further 
training. 
The following reasons given for seeking post-graduate 
education will show tha t in mo s t cases it was for a change 
of occupat ion rather than a deficiency in the chosen field. 
"I decided to study for a ca reer as a dental assistant 
after working as a secretary for a dentist." 
"I attended Providence Evening High School to prepare 
for a Civil Service Test." 
"I obtained additional training to broaden my education 
and in order to be able to qualify for a better position." 
"I decided to train to be a nurse and needed extra 
training in science." 
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"I desired more s pecia lized training and now have en-
rolled at Rhode Island University to work for a liberal 
arts degree." 
"My shorthand speed needed to be increased." 
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"I wanted to study the operation of the comptometer." 
"In order to :g repare f or the National League of Nursing 
Entrance Examination, I had to study chemistry and biolo gy." 
"I took a brush-up course in shorthand at evening school 
to prepare for a promotion in my office." 
''At the University of Rhode Island Extension studied 
insurance underwriting to prepare for work in this line." 
"I f elt the loss of a background in English Literature." 
" I am supplementing my education with courses in even-
ing extension classes in college." 
"My present job required more knowledge of mathematics." 
"Some knowledge of bookkeeping was necessary to qualify 
for the position of off ice manager in my firm." 
"I took a training course for an airline hostess position ." 
''I tried to get some of the cultural studies that I did 
not take in high school." 
TABLE V 
THE TITLE OF POSITIONS AT THE TIME OF THE SURVEY 
Title of 
Position 
Secretary 
Stenographer 
Senior Clerk-Stenographer 
Clerk Stenographer 
Medical Secretary 
Executive Secretary 
· Secretary-Receptionist 
Stenographer and Bookkeeper 
Junior Secretary 
General C.lierk 
Clerk-Typist 
Typist 
Bookkeeper 
Bank Clerk 
Bank Messenger 
Chief Clerk 
St atistical Typist 
Office Manager 
File Clerk 
Insurance Underwriter 
Insurance Policywriter 
Telephone Operator · 
.Telegraph Operator 
Librarian 
Dental Assistant 
Totals 
Number 
Employed 
44 
42 
10 
9 
8 
2 
2 
2 
1 
8 
5 
5 
3 
2 
2 
1 
l 
L 
1 
1 
1 
2 
1 
1 
1 
156 
Per Cent 
of Total 
28.2 
26.2 
6.4 
5.7 
5.1 
1.2 
1.2 
1.2 
.6 
5.1 
3.2 
3.2 
1.9 
1.2 
1.2 
.6 
.6 
.6 
.6 
.6 
.6 
1.2 
.6 
.6 
.6 
100.00 
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Table V shows the twenty-five different types of posi-
tions held by the graduates at the time of the survey. The 
first nine positions listed are in the stenographic and sec-
retarial fields, with 120 in t hi s group, or 77 per cent of the 
number employed at the time the survey was conducted. 
The next nine are in the clerical or general office 
field with a total of 28 or approximately 18 per cent. 
Only 5 per cent of the graduates were employed in non-
stenographic type positions. One graduate was working 
as a bookkeeper. Of the 156 graduates employed at the 
time of the study, only two telephone operators, one 
telegraph operator, one dental nurse and one librarian 
made little use of their secretarial training, except 
presumably for personal use. 
Three girls who reported they were student nurses 
and the two people in the Armed Forces were not included 
in Table V as it was felt that they were not considered 
gainfully employed. 
An analysis of individual questionnaires revealed 
that many began as general clerical workers and gradually 
were able to obtain advanced positions. Two people re-
ported they were promoted to executive secretarial po-
sitions with the same company that gave them initial em-
ployment. Those who listed positions of superior grade 
such as office manager and specialized insurance work 
stated that they were promotions from stenographic jobs. 
This data should justify the maintainence of the 
vocational standards being employed in the stenographic 
course at Mount Pleasant High School. 
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TABLE VI 
NUMBER OF GRADUATES DOING STENOGRAPHIC 
OR SECRETARIAL WORK AT THE TIME 
OF THE SURVEY 
Graduation Number Stenographic or 
Class Year Employed Secretarial Work 
June 1949 20 16 
January 1950 12 10 
June 1950 17 14 
January 1951 12 8 
June 1951 15 12 
J anuary 1952 8 5 
J une 1952 20 17 
J anuary 1953 12 11 
June 1953 21 14 
January 1954 19 13 
TOTALS 156 120 
Per Cent 
of Total 
80.0 
83 .6 
82 .2 
66.6 
80 .0 
62.5 
85.0 
91 .7 
66.7 
68 .1 
76.9 
Table VI shovlS the breakdown by classes of the 
distribution of stenographic and secretarial positions. 
The earlier classes have the largest percentage in the 
stenographic field. The lower percentages in the later 
classes was due to the fact that many of the graduates of 
the June, 1953, and January, 1954, classes were employed 
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as bank messengers, file clerks, and general clerks. These 
people are the newcomers to the business world and are in 
offices where promotions are made from within the staff and 
in probationary-type jobs waiting for openings in the steno-
graphic field. 
The next question on the check list sent to the gradu-
ates asked them to list the titles of the positions they 
have held in ea ch job since graduating from high school. 
The individual check lists revealed that, many who began 
in general clerical positions and were eventually able to 
fill advanced positions are in the stenographic and secre-
tarial field now. 
It was interesting that although many advanced to steno-
graphic positions, others left stenographic jobs in industry 
to fill positions classified as clerical in the various 
departments of the Rhode Island State Government. 
One girl gradually moved from a stenographia job int o a 
full-time bookkeeping position. Two people who started in 
the stenographic pool at one of the local hospitals are 
now in the training course for the student nurses in the 
same institution. Another dental as s istant began her 
initial employment as a medical secretary. 
One girl reported that she began as a clerk-stenographer 
and is the office manager with the same firm. Two other 
graduates have moved from stenographers to executive secre-
taries. 
I~ \ 
TABLE VII 
ADEQUACY OF HIGH SCHOOL TRAINING FOR INITIAL JOBS 
GRADUATES TRAINING TRAINING NO 
TERM YEAR ADEQUATE INADEQUATE ANSWER 
Jurie 1949 23 1 0 
January 1950 13 1 0 
June 1950 18 0 1 
January 1951 16 0 0 
June 1951 19 0 0 
January 1952 10 1 0 
June 1952 21 1 0 
January 1953 11 2 0 
June 1953 21 1 0 
January 1954 18 1 0 
TOTALS 170 7 1 
Since one of the purposes of the study was to determine 
the adequacy of the training of the stenographic course, this 
was an important question on the survey sheet. Emphasis was 
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placed on the initial job since here the actual training ab-
sorbed in school was put to a test. The opinions of the grad-
uates in this respect are listed in Table VII, with more than 
95 per cent reporting that they felt adequately equipped to 
fill their first jobs. 
,\) 
v 
TABLE VIII 
TYPE OF PRE-m~LOYMENT TEST TAKEN FOR FIRST THREE POSITIONS 
Title of Test 
Civil Service 
Transcription 
General Inf ormation 
Typewriting 
Aptitude 
Arithmetic 
Handwriting 
None 
Total 
Job 
One 
2 
47 
44 
37 
18 
16 
1 
31 
196 
Job Job 
Two Three 
2 3 
24 11 ' 
9 7 
16 7 
8 5 
6 2 
0 1 
32 27 
94 63 
Table VIII has listed individually the type of pre-
employment tests taken for the first three jobs. The note-
worthy section of this table seems to be in the first of the 
group or the initial jobs column. Here was where the great~ 
est bulk of the testing occurred. There was a definite de-
crease in the requirements of the second and third jobs. 
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This would seem to indicate that the more experienced workers 
were less subjected to pre-employment testing procedure. 
\.-\I 
TABLE I X 
NUMBER OF DIFFERENT JOBS HELD BY GRADUATES 
Graduates Total One Two Three Four 
Term Year Employed Job Job Job Job 
June 1949 20 6 8 6 0 
January 1950 12 3 5 4 0 
June 1950 17 7 8 3 0 
January 1951 12 4 6 2 0 
June 1951 15 8 4 2 l 
January 1952 8 3 4 l 0 
JUn~e 1952 20 8 8 4 0 
January 1953 12 9 2 l 0 
June 1953 21 15 6 0 0 
January 1954 19 16 2 l 0 
Totals 156 79 53 24 l 
Per Cent of Total 100. 51.8 31.8 16.4 .8 
As shown in Table IX only one graduate held four jobs. 
This may be due to the fact that she reported she was mar-
ried and moved to various locations with her husband who 
was in the service. There are 24 who held three jobs; but, 
as shown in the table, the largest number of these were in 
the groups who entered employment four five years ago. 
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About one-half of the 156 who replied were with their origi-
nal employers. 
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TABLE X 
HIGH SCHOOL SUBJECTS CONSIDERED IVIOST HELPFUL IN EMPLOYMENT 
Subjects Rank Rank Rank Rank 
One Two Three Four 
Typewriting 47 67 40 l 
Shorthand 61 57 20 4 
English 37 21 54 15 
Secretarial Practice 10 7 19 12 
Filing 0 2 16 29 
Bookkeeping 7 5 3 21 
Mathematics 0 1 5 9 
Calculating Machines 0 0 1 6 
Duplicating 0 2 1 5 
Office Practice 0 0 0 1 
History 0 0 1 3 
Foreign 0 0 1 2 
Biology 0 0 0 0 
Switchboard Operation 0 0 1 1 
First Aid 0 0 0 0 
Guidance 0 0 0 1 
Civics 0 0 0 0 
Totals 162 162 162 110 
Rank Total 
Five 
0 155 
2 144 
3 135 
8 56 
9 54 
17 53 
4 19 
8 15 
4 12 
5 6 
3 7 
2 5 
2 2 
0 2 
1 1 
2 3 
2 2 
70 671 
In order to determine the effectiveness of the training 
offered at Mount Pleasant, the graduates were asked. to list 
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in order of importance the five subjects taken in school 
that were of most value to them in the work they had done 
since leaving high school. Of the 178 responding to the 
questionnaire, 162 answered this section, while the remain-
ing 16 left it blank. Some of the respondents named only 
three choices. 
Typewriting received the largest total of 155 respon-
ses as being the most useful subject they learned in high 
school. Although shorthand had the largest number of first-
choice responses, the total number was less than the 155 
checked for typewriting . English placed third with a total 
of 135. Many people stated tnat it was difficult to make a 
choice between these three subjects, as all were equally 
important in employment. Secretarial practice took fourth 
place. This is a comparatively new subject at Mount Pleasant 
and could not be checked by those who graduated previous to 
January 1953, when the course was first organized. ··It was 
significant to note that bookkeeping played such an impor-
tant part in the employment of stenographers. The remainder 
of the list gives a sum of valuable data for program plan-
ning for future stenographers. 
Other subjects of value were chosen in the following 
order: filing, bookkeeping, mathematics, calculating rna-
chines, off ice practi ce, histo r y, foreign languages , biol-
ogy, switchboard operation, first aid, guidance and civics. 
TABLE XI 
SUBJECTS OMITTED IN HIGH SCHOOL THAT WOULD HAVE BEEN HELPFUL 
Subject 
Bookkeeping 
Arithmetic 
Business Machines 
Calculating 
Psychology 
Switchboard Operation 
Ediphone 
Duplicating 
Chemistry 
Latin 
French 
Biology 
College English 
Italian 
Business Principles 
Filing 
TOTALS 
One 
12 
17 
4 · 
6 
3 
4 
3 
2 
2 
3 
2 
2 
2 
2 
l 
2 
67 
Two 
9 
l 
5 
l 
3 
l 
3 
l 
l 
1 
l 
l 
1 
0 
l 
0 
30 
Three 
2 
1 
0 
l 
l 
l 
0 
l 
l 
0 
l 
l 
0 
l 
l 
0 
12 
Total 
23 
19 
9 
8 
7 
6 
6 
4 
4 
4 
4 
4 
3 
3 
3 
2 
109 
44 
Table XI above shows that the stenographers have felt 
the need of bookkeeping in their positions. This subject re-
ceived 23 answers as being the subject omitted in high school 
that would hve been most valuable in employment. Following 
closely with a total of 19 answers was arithmetic. This 
table is significant because it indicates that the stenographic 
I 
.• ~l 
positions involve clerical duties where some knowledge 
of arithmetic, bookkeeping and business machines is 
necessary. Another significant factor of the table 
is the number who felt the loss of instruction in the 
operation of a switchboard. 
Since the purpose of this survey was to determine 
the effectiveness of Mount Pleasant High School sten-
ographic course and to improve its content, suggestions 
and opinions for bettering the business curriculum were 
sought from the graduates. Graduates were ur ged to be 
frank and to express their honest criticism. 
Although many stated they were very well qualified 
to fill their initial jobs after graduation from Mount 
Pleasant High School, many others listed criticisms and 
suggestions. 
From the compiled data submitted by these graduates, 
the following table lists the suggestions in order of 
their frequency. 
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TABLE XII 
SUGGESTIONS N~DE BY GRADUATES FOR IMPROVING THE BUSINESS 
COURSE AT MOUNT PLEAS ANT HIGH SCHOOL 
Suggestions Offered 
More emphasis on grammar and spelling 
One term of bookkeeping for all stenographers 
Less emphasis on speed in typing and more on 
accuracy 
Teach letter composing at the typewriter 
Stress typing of figures and numbers with prac-
tice on statistical work 
Get different types of business forms and allow 
Number 
13 
13 
11 
9 
time for practice on this type of material 7 
Have people other than teacher dictate letters 6 
More time for dictation at the typewriter 6 
Buainess English given for one year 5 
Train in adult attitudes and keep a business ar-
rangement in all classes 4 
More time allotted to Dictaphone instruction and 
practice 3 
Practice on electric typewriters for all during 
last year 3 
Teach writing of bank checks, deposit slips, and 
account reconciliation 1 
Higher speed dictation is advanced shorthand 1 
Arrange visits to business offices for business 
students 1 
Total 91 
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TABLE XIII 
SUBJECTS OR KNOVVLEDGES GRADUATES THOUGHT COULD HAVE BEEN 
TAUGHT OR GIVEN MORE EMPHASIS IN THEIR HIGH SCHOOL COURSE 
Suggested 
Course 
Review of Business Arithmetic 
Speech and Voice Training 
Office Procedure 
Business Etiquette (meeting callers) 
Bookkeeping 
Business Management 
Switchboard Operation 
Dictaphone Operation 
Banking Procedure 
Psychology 
Totals 
Per cent based on 17$ replies 
Number of 
Replies 
20 
17 
13 
12 
ll 
5 
3 
3 
2 
l 
$7 
Per Cent 
of Total 
11.2 
9.6 
7.3 
6.7 
6.2 
0.3 
0.17 
0.17 
0.12 
0.06 
4$.$2 
Eighty-seven respondents listed courses and knowledges 
that they thought could have been offered or given more em-
phasis at Mount Pleasant. The largest number thought that 
a review of arithmetic should be given to future stenog-
raphers. Speech and voice training rated next with office 
procedure, business etiquette, and bookkeeping following 
closely. Business management was listed as a course that 
five graduates would have found helpful in employment. 
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TABLE XIV 
DUTIES PERFORMED MOST OFTEN I N ORDER OF FREQUENCY OF USE 
Duties of Employees 
SECRETARIAL: 
Take shorthand dictation and transcribe 
Compose letters 
Proofread and edit material 
Take dictation at typewriter 
*Keep appointment schedule 
Transcribe from voice writer 
*Operate Teletype 
*Arrange itineraries 
):<Assign work 
*Dictate letters 
:.;tTake charge of company library 
*Make advertising lay-out plans 
TYPEWRITING: 
Letters and envelopes 
Fill in business forms 
Type form letters 
Manuscripts and reports 
Rough drafts 
Multiple carbon packs 
*Duties added to Check List by respondents 
Total 
Frequency 
93 
67 
63 
56 
43 
24 
10 
8 
5 
4 
1 
1 
109 
96 
88 
74 
73 
71 
\~· \ 
Duties of Employees 
TYPEWRITING (Continued) 
Stencils 
*Postal Cards 
Copy from handwriting 
Telegrams 
Bills and invoices 
Master copies (for duplication) 
Tabulations and Statistics 
Legal forms 
Mailing lists 
*Purchase orders 
:::~Repair orders 
*Law briefs 
*Market quotations 
*Minutes of meetings 
*Payrolls 
*News releases 
FILING: 
Locate material in files 
Prepare material for files 
Alphabetic filing 
Subject filing 
Location filing 
*Duties added to Check List by respondents 
Total 
Frequency 
69 
69 
64 
62 
59 
55 
55 
46 
34 
33 
31 
5 
3 
3 
2 
1 
101 
97 
91 
33 
19 
49 
Duties of Employees 
FILING: (continued) 
Ledger card filing 
Code filing 
GENERAL OFFICE: 
Use telephone 
Stamp and prepare mail 
Open and sort mail 
Office housekeeping 
Order supplies 
Care of petty cash 
Meet office callers 
Keep records 
>:<Make out Government reports 
Make bank deposits 
Make out checks 
Prepare payroll 
Collate and staple material 
Operate switchboard 
*Make out receipts 
Check and figure invoices 
Take inventory of stock 
*Handle complaints 
*Prove bank balances 
Care of repair requisitions 
*Duties added to Check List by respondents 
Total 
Frequency 
ll 
9 
106 
101 
99 
84 
73 
72 
64 
57 
56 
48 
48 
41 
40 
37 
31 
30 
29 
28 
19 
13 
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Duties of Employees 
GENERAL OFFICE (continued) 
Use office reference books 
Use duplicating machine 
*Shave voice writer records 
*Prepare vouchers 
*Keep scrapbook of news items 
",(Messenger. work 
*Close books 
*Care of time cards 
Prepare income tax returns 
*Assist doctor with patients 
*Develop X-ray plates 
*Develop blueprints 
*Prepare yearly budget 
*Duties added to Check List by respondents 
Eoston Un~versity 
Bcbool of Education 
\ Library 
Total 
Freguency 
13 
12 
11 
10 
9 
7 
4 
4 
4 
3 
2 
l 
l 
51 
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Table XIV lists the duties performed most often on 
the individual jobs. In order to determine if the course 
offerings are adequate for employment in the stenographic 
and secretarial fields, information as to the specific 
duties performed by these graduate s was solicited. An at-
tempt was made to classify these duties into four separate 
groups in order to be able to use the data obtained for 
curriculum improvement in the specific fields. 
One hundred and forty-nine graduates of the 178 total 
respondents filled in this section of the questionnaire. 
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The findings ' show that 93 of the graduates have been occu-
pied principally in taking dictation and transcribing 
letters, while 63 composed letters, kept appointment sched-
ules, and took dictation directly at the typewriter each day. 
Among the typing activities, filling in printed forms, 
typing form letters and reports were the most frequently 
performed activities in this group. · Ranki ng high in per-
formance were typing rough drafts, multiple carbons, sten-
cils, postal cards, copying from handwriting, t e~egrams, 
bills and invoices, tabulations and statistical work. 
In combining the data from the section on filing, 
alphabetic filing was noted as the type most frequently 
used by the graduates. From the total of 149, . there were 
91 checks for alphabetic filing as part of their daily 
' 
routine at the off ice. Among the duties most often performed 
were preparing material for filing and locating material 
in the files. The respondents a greed that these specific 
activities should be taught in school. 
The most common general office activity was opening 
and sorting mail and stamping and preparing mail. With 
almost unanimous agreement they checked this as an on-the-
job training situation. Answering the telephone, meeting 
office callers, and doing office housekeeping were other 
frequent duties, and all but two claimed they required on-
the-job training for these activities but believed they 
could be taught in school. 
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Ordering supplies, care of petty cash, keeping records, 
making out reports, preparing the payroll, preparing and 
making out bank deposits, making out checks and operating a 
switchboard were checked by about 50 per cent of the respond-
ents. 
~eceiving the lowest average in frequency of performance 
were taking inventory of stock, preparing vouchers, using a 
duplicator, handling complaints, care of repairs, proving 
bank balances, and making out receipts. Only four re ported 
they did any income tax work. There was complete agreement 
that these are all peculiar to their own situations and should 
be taught on the job. 
Rank 
l 
2 
3.5 
3.5 
5 
6 
7 
8 
9 
10 
ll 
12 
13.5 
13.5 
15 
16 
17.5 
17.5 
19 
20.5 
20.5 
22 
23 
TABLE XV 
RANK AND FREQUENCY OF DUTIES PERFOID~D DAILY 
Duties 
Typing letters and envelopes 
Use telephone 
Stamp and prepare mail 
Locate material in files 
Open and sort mail 
Prepare material for files 
Fill . in business forms -. 
Take dictation and transcribe 
Alphabetic filing 
Type form letters 
Do office housekeeping 
Type manuscripts and reports 
Order supplies 
Type from rough draft 
Care of petty cash 
Type multiple carbons 
Prepare stencils 
Type postal cards 
Compose letters 
Copy from handwriting 
Meet office callers 
Proofread and edit material 
· Type telegrams 
Total 
Frequency 
109 
106 
101 
101 
99 
97 
96 
93 
91 
88 
84 
74 
73 
73 
72 
71 
69 
69 
67 
64 
64 
63 
62 
54 
24 
25 
26.5 
26.5 
2$ 
2$ 
30.5 
30.5 
32 
33 
34 
35 
36 
37 
3$.5 
3$.5 
40 
40 
42 
43 
44 
45 
46.5 
Duties Total 
Frequency 
Type bills, invoices and statements 59 
Keep bo0ks and records 57 
Take dictation at typewriter 56 
Make out Government reports 56 
Type master copies 55 
Type tabulations and statistics 55 
Make deposits in bank 4$ 
Writ bank checks 4$ 
Type law forms 46 
Keep appointment schedule 43 
Make out payroll 41 
Collate and staple material 40 
Operate switchboard 37 
Type and prepare mailing lists 34 
Type purchase orders 33 
Use subject filing 33 
Make out receipts 31 
Type law briefs 31 
Check and figure invoices 30 
Take inventory of stock 29 
Handle complaints 2$ 
Transcribe from voice writer 24 
Prove bank balances 19 
55 
f, 
. ·) 
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Rank 
46.5 
49 
49 
51 
52 
53.5 
53.5 
55 
56 
57 
58 
59 
60 
60 
60 
62 
63 
64.5 
64.5 
64.5 
64.5 
Duties 
Use location filing 
Use office reference books 
Make repair requisitions 
Use duplicator 
Shave voice writer records 
Prepare vouchers 
Operate Teletype . 
Keep scrapbook of news items 
Arrange itineraries 
Messenger 
Assign work 
Dictate letters 
Close books 
Care and operation time cards 
Prepare income tax returns 
Assist doctor with patients 
Develop X-ray plates 
Take charge of company library 
Make advertising lay~out plans 
Develop blueprints 
Prepare yearly budgets 
Total 
Frequency 
19 
13 
13 
12 
ll 
10 
9 
9 
8 
7 
5 
4 
4 
4 
4 
3 
2 
l 
l 
l 
l 
56 
' \ , 1. •. • 
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Since one of the purposes of this study was to deter-
mine those activities most commonly performed by recent 
graduates engaging in office occupations, a section of the 
questionnaire was arranged for the calculation of this data. 
The graduates were requested to indicate the a·cti vi ties 
they performed each day on their jobs. Table XV has listed 
the 67 duties arranged in order from the highest to the low-
est, ranking in frequency of performance. 
An examination of these findings reveal that although 
about 75 per cent of the graduates are employed in secre-
tarial and stenographic type jobs, many clerical duties·, in 
addition to the specific skills are involved in their jobs. 
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Typing letters and envelopes, using the telephone, 
taking care of incoming and outgoing mail claimed the highest 
frequency rating of the total list of activities. 
The typing activities which ranked high on this table 
were addressing envelopes, filling in business forms, typ-
ing from handwriting, rough drafts, manuscripts and reports, 
and form letters. 
The high ranking frequency of all typing duties on this 
list justifies the importance of a sound well integrated 
course in typewriting for all students preparing to take em-
ployment in business. 
With the exception of location filing all the filing 
activities r anked in the upper half of the list. This 
would tend to indicate that filing activities should be 
stressed in the stenographic course i n high school. 
The activities that showed the lowest total frequency 
of performance were, preparing income tax returns, care of 
time cards, closing books, arranging itineraries, operating 
Teletype, assigning work, taking charge of a library, and 
preparing yearly budgets. These less frequently performed 
duties at the end of the list are some of the more special-
ized activities and skills and are not used by the major-
ity of workers in their everyday occupations. 
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The graduates were asked to indicate the duties or office 
appliances for which they required on-the-job training. The 
table on the following page lists these duties and appliances 
in order of frequency. This study would tend to indicate 
that about 65 per cent of the 156 who reported being employed 
at the time of the survey found it necessary to obtain some 
extra training after they were employed. 
In order to obtain further data on the training they re-
c eived after they were employed, they were asked to state the 
type of on-the-job training they required. 
Although many of these duties are clerical in nature and 
could be incorporated and taught in an office practice or sec-
r etarial practice course in high school, others require on-the-
job t raining because of their high l y specialized nature. 
TABLE XVI 
OFFICE APPLIANCES AND DUTIES REQUIRING ON-THE-JOB TRAINING 
Duties 
Bookkeeping and Record Keeping 
Medical Terminology 
Calculating Machines 
Voice Writer Machines 
Preparing Stencils 
Legal Form Systems 
Duplicator Machines 
Teletype 
Payroll 
Bookkeeping Machines 
Switchboard Op.eration 
Audio graph 
Addressograph 
Posting on Ledger Cards 
Blueprint Machine 
X-ray Machine 
Cashiering Procedure 
Diathermy I"1achine 
Code Filing 
TOTAL 
Per Cemt of total (156) employed 
Total 
Number 
14 
10 
10 
9 . 
9 
9 
$ 
7 
7 
6 
5 
5 
5 
5 
2 
2 
l 
l 
l 
116 
75.0 
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A study of this table would also show that some ac-
quaintance with bookkeeping and calculating machines 
would be of value to those in the stenographic course. 
Many stated that they regretted not having obtained this 
knowledge in high school. 
The responses indicate that the graduates on the 
whole adjusted to their jobs in the business field with 
a minimum amount of d~fficulty and with personal satis-
faction to themselves. 
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CHAPTER VI 
SUMMARY OF FINDINGS 
The major purposes of this study were to obtain data 
relative to: 
A. Job activities of the recent stenographic gradu-
ates of Mount Pleasant High School. 
B. The skills and abilities required in initial em-
ployment in the local area. 
The major step in collecting these data was the con-
struction of a questionnaire and check list. The findings 
of this study are listed as follows: 
1. Of the 197 questionnaires sent out, 17$, or 90.3 
per cent, were completed and returned. 
2. The response indicated that 156 of the graduates, 
or $7.6 per cent, were employed at the time of the survey. 
Three were student nurses, two were in the Army, one was 
registered in a liberal arts college, and seventeen were 
married and remaining at home. 
3. The occupational survey shows that 57 graduates 
were employed as secretaries and 63 were in stenographic 
jobs. This total of 120 represents 77 per cent of the 
number who reported they were employed. The remaining 29, 
or about 15 per cent of the total, were employed in cleri-
cal positions. Three were employed as telephone operators, 
one as a dental assistant, and another was in a training 
course for librarians at the Providence Public Library. 
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4, A check on the employment of the graduates revealed 
that the former students were employed by a wide range of 
industries. About 16 per cent were employed by insurance 
companies, and 10 per cent by jewelry manufacturers. The 
national state and city governments employed about 12.5 
per cent, while the local banks and the medical profession 
had a claim of about 8 per cent of the total. The others 
were distributed in the various namufacturing and profes-
sional offices in the local area. 
5. Graduates on the whole felt that their high school 
preparation was adequate for success in jobs held since 
graduation. 
6. Most of the applicants were required to take some 
kind of examination for initial employment. All those 
working for the national and state government departments 
reported they had taken a civil service test. The most 
frequent test administered was transcription, followed by 
intelligence and arithmetic. 
7. Of the 149 graduates doing office work at the time 
of the study, a total of 79, or about 51.8 per cent, reported 
they were with their original employer, and 31.8 per cent 
were on their second job, and only 16.4 per cent had made 
two changes in employment, and only one reported having 
made three changes. 
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8. High school is terminal education for about 90 per 
cent. Only 17 graduates or 9 per cent of the 178 who reported 
they had secured any post-graduate training since leaving high 
school. The major reason for training sought after graduating 
from high school was desire for additional knowledge. 
9. In evaluating the subjects taken in high school that 
proved useful in employment, typewriting lead the list with 
shorthand as second choice, and English third. Secretarial 
practice, filing, bookkeeping, mathematics, and calculating 
machines were other subjects which graduates found useful. 
10. Those who responded to the question concerning the 
subjects not taken in high school for which they felt a defi-
nite need since graduation, checked bookkeeping as first 
choice, with 17 responses, and arithmetic as second, with 12 
responses. Fourteen different subjects followed in first 
place with totals ranging from 6 to 1 on each. This section 
was answered by only 67 respondents. 
11. With approximately 75 per cent of the graduates em-
ployed as secretaries and stenographers, it was surprising to 
find that 'taking dictation' ranked first in the duties per-
formed most often in this type of job. The majority of the 
stenographers' activities ranked in the upper half for total 
frequency of performance. The activities in this classifica-
tion that had a frequency rating of 50 per cent or higher were 
'using the telephone', 'meeting callers', 'doing office house-
keeping', taking dictation at the typewriter', 'composing let-
ters', and 'proofreading'. 
12. Respondents rated "the jobs perform~d most often" 
in the following order: "typing letters and envelopes," 
"filling in forms," "typing forms letters," "typing manu-
scripts," 11typing with multiple carbon packs," "rough 
drafts," "copying from handwriting," "typing tabulations 
and statistics," "typing bills and invoices," "typing sten-
cils," "telegrams," "duplicating master copy," "typing legal 
forms," and "typing and preparing mailing .lists, 
13. A large majority of all respondents stated that 
they were required to prepare a material for filing and 
locate mate r ial in the files. Alphabetic filing by name was 
used by over 90 per cent of the graduates. Subject filing 
was used by 33 people and location or geographic filing by 
only 19. These duties should be taught in high school ac-
cording to the respondents. 
14. Among the general office activities, the most 
common duties were "opening and sorting mail" and "stamp-
ing mail." With almost unanimous agreement, the respond-
ents reported this to be an on-the-job training situation. 
"answering the phone" and "operating the switchboard" were 
other frequent duties and all but two claimed they required 
on-the-job training for these activities but believed they 
could be taught in high school. "Keeping records," "making 
out government reports," "ordering supplies," "handling com-
plaints," "preparing and making bank deposits," nmaking out 
checks," and "taking care of petty cash" were the activities 
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indicated as part of a working day by about 75 per cent of 
the respondents. Re ceiving the lowest average in frequency 
of performance were "taking inventory of stock," "preparing 
the payroll," "proving bank balances," "making out receipts," 
and "doing income tax work." There was complete aggreement 
that these are all peculiar to their own situations and 
should be taught on the job. However, they all stated a 
broad general knowledge of these techniques would be most 
helpful. 
15. Approximately 75 per cent of the total number 
employed stated that they had required training in some 
duty or office appliance after they were employed. Four-
teen people said they were trained in some form of book-
keeping and 19 reported having been taught to use the cal-
culating and voice writing machines while o~ the job. 
CHAPTER VII 
RECOMiviENDATI ONS 
Based on the findings of this study and the conclu-
sions already presented, the f ollowing recommendations 
are made: 
1. Teachers of typing should try to develop a high 
degree of skill by planning the content of the typewriting 
courses to include the typing activities most frequently 
performed by office workers. The findings of this study 
as reported in Tables XIV, XV, AND XVI should be a guide 
in planning the course. Theability to compose at the 
typewriter should be developed early. This type of skill 
is developed gradually and cannot be acquired in a single 
unit of work. 
2. This study shm"fed that the stenographic group 
needed training in office machines and office-type dicta-
tion at the typewriter. This weakness in the stenographic 
course was corrected in January 1953, when a course in 
secretarial training was offered. This course will train 
the members of the stenographic curriculum in the duties 
of office employees and give them a working knowledge of 
filing , the use of office reference books, and familiarity 
with business forms. 
3. More training in office prodecures should be in-
eluded in the course. Some provision should be made for 
training in proper telephone behavior in the office. The 
stenographic students should ha ve an opportunity during 
their high school training period for practice in the use 
of the telephone under simulated office conditions. The 
. 
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secretarial practice course should have as one of its units 
of instruction, "How to properly meet office callers." Em-
phasis should be placed on the desirability of developing 
correct business etiquette. 
4~ Permission to work in the main office in the school 
with switchboard training should definitely be included in 
the course. 
5. Concentrated drill in spelling and punctuation 
should be given to the stenographic group. 
6. Many of the graduates were employed by insurance 
and banking establishments. With this in mind, units of 
work based on these specific activities could be utilized in 
office practice, shorthand, typewriting, English, business 
arithmetic, and secretarial practice classes. 
7. The following filing activities should be stressed 
in school: preparing material for filing, locating material 
in the files, and filing alphabetically by name 
8. The twelfth year shorthand and typewriting classes 
should be incorporated into one two-period transcription 
class where the previously acquired abilities in typewriting, 
shorthand, and English may be blended into the single skill 
of transcription. 
9. A business arithmetic review class should be made 
available for future clerks and stenographers before they 
leave high school. 
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10. Stenographic students should visit business offices 
in order to observe actual business procedure in operation. 
11. One year of bookkeeping should be included in the 
program of the stenographic students. This should give them 
a knowledge of the bookkeeping cycle and help them to under-
stand the importance of many clerical jobs. 
12. There should be a special laboratory for secreta-
rial practice. It should be equipped with a d~ctaphone, at 
least one electric typewriter, a mimeoscope, a mimeograph, 
filing equipment, classroom and office style reference books, 
calculating machines, and typewriters to give students as op-
portunity to become acquainted with business setup and proce-
dure before leaving high school. 
13. A broad general education as well as one important 
major vocational skill should be the aim of the Business Edu-
cation Departmant of Mount Pleasant High School for each of 
its graduates. 
14. Definite standards for graduation and placement 
should be established and adhered to, and the administrators 
should be encouraged to continue to maintain high standards 
for business graduates. 
15. Business teachers should be encouraged to have 
varied work experiences in order to acquire new procedures 
and to keep abreast of changing trends in actual business 
methods$ 
15. A study should be made of the employer opinion of 
the effectiveness of the Ivlount Pleasant High School steno-
graphic training program. A comparison of the _ dat~ obt ained 
from an employer survey with the data secured from this em-
ployee survey should yield more valid information than this 
study alone can provide. 
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APPENDIX 
SURVEY OF EMPLOYiv1 CNT AND EDUCATIONAL EXPERI EN CES OF THE 1949-1954 
STENOGRAPHIC GRADUATES OF HOUNT PLL ASANT HIGH SCHOOL 
l. Are you presently employed? Ye s 
---
No __ _ 
(I f not ·now employed , plea se answer with r ef erence to yo~r 
l as t position.) 
2. In wha.t type of industry? _____ _ 
4. 
5. 
·Title of your Position 
··.----------
Did you attend any other school since leaving Mount Pleasant? 
School ~r College Attended Dates At tended Fi eld of Study 
a 
b 
c 
What 
A. 
B. 
c,. 
D. 
- ·---
---·-- ·-
vvas your particular r easo n for taking this extra study? 
Prepare 
Ls.ck of 
Prepa r e 
Other: 
.for Civil Service Examinat ion . ............. . 
---prepa r a tion i n school f or your work ••.••...• 
for promotion in pres ent job ............ · .~ .. -.---
S p G c i fy ... 0 •••• . • I • 0 0 ••• .•• . •• . • ••••• • ••••••••• . • _. --
•••••••••••••••••e .• .•••••••••••••• ·••••• ·••••• ·••••••••·• ...... __ 
6 . List in order, the title of the pos ition you held in .ea ch j@b since graduating from high school. 
Job 1. 
Job 2. 
Job 3. 
Job 4. 
7. What t ype of t est, if any, did you t ake when applying for 
your va rious positions? 
Job 1 Joh 2 Job 3 
Gen~ral I nformat ion . . · ..•. _. . ;1• ........... . 
Apt1 tude . ..................•............... 
Typ ewriting . .. ;.) .... · . . • , , . . • ..... ~ · .......... . 
Arithmetic ....... ·. · .... , ... · .... . ·. c ••••••••• 
Tran·s cription . .. ~ · ........ ~ ......... ·. ·. · .... . 
Other: Specify .. · .. · ...... ·. ·.~ · .. ~ .... ~ .. . ~ .. . 
• , ..... ............... . 0 •••••••••••••• , ••••• 
8 . Was your shorthand speed suffici ent for your first position? 
Yes..... No •..• , 
9 . Wa s your typing speed sufficient for yo~r first position? 
Yes ..... No .. , .• 
-2-
10. Did you receive additional on-the-job training? Yes ___ No __ _ 
If so, explain type of tr2ining. ______________________________ _ 
~ 1. Do you feel that your high school business course was adequate 
12 . 
. 
for success on jobs held since graduation? Yes ___ No_ 
List 
been 
1. 
2 • 
3. 
in 
of 
order the five subjects taken in high school which have 
most importance to you in your vTOrk. 
4. 
5. 
6. 
13. ~>bat subjects offered by the high school, which you did not 
take when you were in school, do you think would have been 
valuable to you? 
1. 
2. 
14. Please check any of the followin g duties ,you perform in your 
present job. 
TYPING 
Letters ....... .. ... ..... . . 
Form Lett.ers .. .. .... ........ --
Stencils ••••• •• •••• •••••• ---· 
Duplicating Master Copies= 
Envelopes ••• 8•e •••• •••o• •-·--
Post Cards•• •• •••••*•• ••• 
Fill- in Letters and Forrils-
From Handwr-iting ••• •••••• ::: 
Rough Draft • • · .• •••••• • ., e.,., __ 
Bills and Invoices .. .... ~·-
STENOGRAPHY 
Take Dictation •••.•..•.. 
Transcribe Shorthar.d Notes 
Transcribe frori1 Voice -
Ma chine •........ 
Take dictation Directly 
at Typewriter 
FI:i_,I 1< G 
Alphabetic by Name .•••• __ __ 
Alpl1abet ic by Subject .. __ 
f,lpllabet ic by Location._· _ 
r\J ur:1 b e r i c • • • • • • • • • • • . . . • 
Prepare I1Iaterial for 
,..., . , . 
.r l...L~ l-: g •••••• ·---
Meet Of:ice Callers .•. , 
Tabulation and Statistical 
\iork . ...•..••• •• 
rianuscripts ar.d Reports.·= 
Legal Forms •••••••••••••• __ _ 
Telegrams ••••••••••• , •••• __ _ 
T-1ul tiple Carbon Packs ••• • __ 
i\~ '1. -L· • t l·lal 1ng 1s s •••..••••••.• __ . _ 
Others: Specify ••••••••• __ _ 
.•.•.•...........•...... ·------
• •••••••••••••••••••••••• 
Compose Le~cters •.•.••...• 
?roof ~(ead--Edi t 
I · ~aterial. .......•. ~ .. 
U\thers·. 0 DeCl·~y 0.1: . .l. •••••••• ·---
.. ....................... 
•••••••••••• 0 •••••••••••• 
Cross :tefe:r·er.c ing •..•.•.. __ 
Finding Mat erial in File. __ 
Others: S)ecify .....•••• __ 
. ....................... . 
......................... 
Operate Switchboard •..••. 
Gene ral Q;fice Duties 
Sort and Jistri ~ute tBil ••••••••••• ~•••••••••••• 
---i'.ns\·Jer ?hone ••••.•••••••••• • ................ . ..... ·----
Care of ?etty C<:~.sh •••••••••••• " •••••••••• , ••••• ·----
Cashiel--- ••••• • .••••••••.••••••••••••••••••• .•••• .••• ·----
Order Suppli es ........ . . ............................... ___ _ 
F i :;ure P.J.y ilolls ............................... ,.. •• •----
Hc. ndle Conpl a ints ••••••••••••••••••••••••••• , .•• ·----
Prepare and l-.ic:~ke Dank De iJosi ts ••••••••••.••••••• ·----
Check and F'i t;ure Invoices ............ • ••.•••.••••• ·----
Take inven ory of stock~~·•••••••••••••••••••· 
Collate and 3taplc l·-·a te ri al •••••••••.••••.••••••• ·-·----
'Prepare Income Tax .ite~-urns ...... •• • • •••• •.•, ••• ·----
Kee p 1le cords . . ....................................... ·----
Hake out u·eceipts ••.••• , ••••••••••••••••••••••••. ·----
I\:ake out Checks ._. ••-•-•••••.•••••••••••••••••••·······--·---
Prove Bank Bal nnce •••••••••••••••••••••••••••• r. 
s tarup l''Iai l . .........•.............. , . . . . . ..... ---
Fold and 
Others-: 
Insert Le i.:, ters . 
Specify •••.•.•••• 
........... " .......... , ... ·----
. . . . . . . . . . . ·-. ......... ·----
.... · · ~ .... •· . . ·-··· ...... •·• ........ . . ...... ·----
. . . ... . . . .. . . . . . . . . . . . .. .. . . . . .. . . , .................... ·----
HS a result of your 1;-:ork e:xperiences, do you have any 
sugg estions for t iw i:nproveraent of the 0usiness education 
program at Hount l' le a.s;:-;.nt Hi gh ~chool? 
Name Cl a ss of 
---------------------------------------~-----
. r ·~ "': . 
Address----------------------------------~----------------------------
-2-
10. Did you receive additional on-the-job training? Yes ___ No 
If so, explain type of tr~1 ining. _______________ _ 
~ 1. Do you feel that your high school business course was adequate 
12 . 
for success on jobs held since graduation? Yes No ___ 
List 
been 
1. 
. 2. 
3. 
in 
of 
order the five subjects taken in high school which have 
most impo rtance to you in your vTOrk . 
4. 
5 • 
6. 
13. ~~-hat subjects offered by the high school, which you did not 
take when you were in school, do you think vvould have been 
valuable to you? 
1. 
2. 
3. 
4. 
14. Please check any of the following duties you perform in your 
present job. 
TYPING 
Letters••••••••••••••o o •~ 
Form Lett"ers . ... .... s ..... e 
Stencils ••••• •• •••• •••••• ---· 
Duplicating Master Copies= 
Envelopes•••• • e•• •• • ••o••---
Post Cards •• • e•••··~·•• •• 
Fill-in Letters and Forrns--
From Handwriting ••• •••••• = 
Rough Draft ••.• •••••• • o • .., v __ 
Bills and Invoices •• ~ ... ,.. _ 
STENOGRAPHY 
Take Dictation ••..•..... 
Transcribe Shorthand Notes-
·rranscribe frora Voice -
Machine ........ . 
Take dictation Directly 
at Typewriter 
FI~H:G 
Alphabetic by Name ....• ___ 
Alpha bet ic by Subject .. __ _ 
l. l pllabetic by Location._· _ 
t~ur:1ber ic . ........... .. . 
Prepare l\Iate rial for 
n · 1 · ~l~~~g •...... __ __ 
Meet Of:ice Callers .•.• 
Tabulation and Statistical 
\ i ork •••••••••• •• 
I1·1anuscripts and Reports.·= 
Legal Forms •••••• ••• ••••• __ _ 
Telegrams •.•••••••••• •••• __ 
T-Tultiple Carbon Packs •••• __ 
l\ff '1. -L . t hal 1ng 1s s •••..••••••.• __ . _ 
Others: Specify ••.•••••• __ _ 
. . ' . . . . . . . . . . . . . . . . . . . . . . 
~• . . . . . . . . . . . . . . . . . . . . . . . . 
Compose Letters ....•..... __ 
?roof ~t ead --Edi t 
l·~aterial . ......... ~ .. 
U'th (1 • f l --· ers: upecL.y •.....•.. __ 
Cross :tefe:r·enc ing .......• __ 
Finding Material in File. __ _ 
Others: S)ecify .......•• __ _ 
• •••••••••• 0 ••••••••••••• 
......................... 
Operate Switch~oard ..... . 
MOUNT PLEASANT HIGH SCHOOL 
BUSINESS EDUCATION DEPART~lliNT 
April 9, 1954 
Dear Graduate: 
Although we have not heard from many of you 
since you were graduated, we are still interested 
in you and would like to .know what you are doing. 
If you would be kind enough to take a little 
time from your busy schedule to answer the questions 
on the enclosed sheet, it would help us to get a 
picture of what has happened to you. 
We are interested in finding how our course 
at Mount Pleasant has helped you fit into the busi-
ness world. Please feel fre e to answer · frankly. 
All answers will be treated in strictest confidence, 
and no names will be used on the published findings. 
We will appreciate any criti cism you may have, as 
only in this way can you help the people who will 
come to us in the future. 
It is not necessary that you sign your name 
but for facility in checking the returns it would 
help us. 
There is a stamped self-addressed envelope 
enclosed. May we have your answer before April 28? 
We are hoping for a 100 per cent response. 
Thank you for your assistance. 
Very truly yours, 
Rosells V. Cox 
Enclosure 2 
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MOUNT PLEASANT HIGH SCHOOL 
BUSINESS EDUCATION DEPARTMENT 
May 10, 1954 
Dear Graduate: 
Two weeks ago a questionnaire concerning your 
business training at Mount Pleasant High school was 
sent to you. Many have been return~d, but at this 
writing I have not yet received your answers. 
Did the business training received in high 
school prepare you adequately for performing the 
duties of your first position? 
What suggestions would you like to make that 
would help to improve the business curriculum? 
Your contributions would add value to this sur-
vey. Without your data I shall have difficulty in 
determining the deficiencies ·of: your ·. traiiling, and 
consequently cannot make the necessary recommenda-
tions to improve the business curriculum. 
I am enclosing another check-list. Would you 
kindly take a few minutes to cojplete it? Another 
self-addressed envelope is enclosed. Thank you. 
Very truly yours, 
Rosella V. Cox 
Enclosure 2 
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